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ABSTRACT 


Part 1 Training Principles and Tools 

Elements of transfer of knowledge are presented such as preparations, pedagogic methodology, 
planning and follow-up. Conditions for the participants to carry forward the course contents, such as 
identification of target groups, applicability, methodology, available time span etc. Visual aids. 

Part 2 Implementation 

Key points of a successful presentation. Personal presentation technique. Effective speaking and 
leading of discussions. Handling stage fright. 


PARTI- TRAINING PRINCIPLES AND TOOLS 
Introduction 

A training programme like the Management of Hydro Power Development usually is most valuable 
and stimulating to the participants, and the knowledge learnt will probably be of great importance to 
their future career. Seen from the point of view of the financier, however, the participants should 
rather be regarded as resource persons for carrying further their new knowledge within their home 
organisations, in order to reach maximum benefit of the investment done in each participant. 

OH 1 Therefore the participants should look upon themselves as trainers who have the responsibility to 
disseminate their new knowledge among their managers, colleagues, and subordinates back home. 

OH 2 This paper deals with some issues important to consider for the participant when preparing for the 
his/her role as a trainer, informing and persuading about relevant issues brought up in the HPD 2003 
programme. 

Training Philosophy 

The term "training" in this context means activities within the industry required to transfer information 
to the employees in order to make them more "competent", that is more able to carry out their jobs - 
whether decision-making by managers or any other industrial job. 

OH 3 Generally seen, industrial training programmes are fundamentally different from the type of education 
provided by the general education system, as they aim at improving specific knowledge and skills. 

OH 4 Consequently, industrial training always has to be tailor-made to specific conditions, which limits the 
possibility to use programmes already existing. 

OH 5 For many years industrial training has been affected by the behavioural psychology. Systematic 

methods for analysis of jobs and design of instruction (called SAT, Systems Approach to Training ) 
have been applied in many utilities. Knowledge is something which can be described and handled in 
small pieces, and course design is made by combining these into a carefully prepared sequence. The 
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more advanced the contents of a job, the more difficult is the application of the "atomistic" SAT 
methods. 


Another school of psychology emphasises that learning is not only a matter of exercise and repetition; 
a true understanding can be achieved only with the discovery of meaningful patterns among the 
observation and knowledge fragments learned earlier. This "holistic" learning process includes a 
creative moment in solving problems through analysis and synthesis. The problem solving 
methodology is generalised by the teacher to be used in future situations. 

In practice the industrial trainer combines both kinds of learning processes in relation depending on 
the trainees and the goals to be achieved. 

Adult Pedagogy ( M andagogy M ) 

When designing industrial training certain principles of how adult people learn (adult pedagogy, 
sometimes referred to as "andagogy") should be kept in mind. 

OH 6 The trainee's attitude to learning is important for the results. An adult leams best when the training is a 
meaningful development experience. Motivation is very important, and is enforced when the efforts 
made by the trainee to leam a new matter result in some kind of reward. 

The knowledge taught must be applicable in the real job situation. Close connection to the actual job 
situation has to be ensured in the design of the formal courses, and in the follow-up of the trainee's 
performance in the job. This opens up the possibility to involve the technical experts in Human 
Resources Development activities. 

It is also important that the adult trainee has a feeling of security in the learning process. Therefore, 
formal courses must be separated from the job situation. Likewise, evaluation of competence must be 
separated from the learning process, in which the trainee has to be able to make wrong decisions and 
reveal a lack of knowledge. 

Methodology 

Training is best when the trainee plays an active role in the learning process. Thus, the trainee cannot 
simply be "taught" information, but somehow should work with the information. In industrial training 
the trainee should all the time be asked to do something, usually small tasks or sub-tasks. 

OH 7 The following figures, typical for technical learning, quantify the recall of new skills some time after 
the learning took place related to the degree of involvement by the trainee. 


Learning by: 

% of skills recall: 

Listening only 

10-20 

Seeing only 

20-30 

Listening and seeing 

30-50 

Listening, seeing and discussing 

70 

Doing 

90 


Learning by doing is more effective than any other method. Exercises and practice are necessary - but 
not sufficient - components of good training. 
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Training Design 


All information is worthless if it is not understood and accepted as being usable by the trainees, and all 
the efforts made by the trainer are wasted if the trainees have no need of the knowledge. 

OH 8 A professional trainer uses a cyclic process when designing a training programme, based on an overall 
analysis of the prevailing conditions and desired achievements. The programme has to be adjusted to 
the target group , that is the trainees with their background and previous knowledge (entry 
qualifications ), as well as to the time available for the sessions. 

On this basis one can outline the goals to be achievable within the time frame given, which very often 
is a matter of compromise. Then the main subject areas and the training objectives for each one of 
these are specified. 

OH 9 To ensure truly job-related training these training objectives, sometimes called terminal objectives, 

TO, correspond to job requirements. 

When the preconditions for a session are identified the detailed planning will be made, outlining the 
methods, sequences and degree of depth of each subject to be treated. At this stage the trainer may 
have to go back to the goals and modify them if necessary. This iteration is a means to make sure that 
the training programme is designed to make the best use of the precious time. 

Furthermore, a system for evaluating the progress and the final outcome of the training is a part of the 
training design. 

All these preparation activities aim at tailor-making the training and making it effective, that is 
requiring as little resources as possible without jeopardising its expected results. 

Goals and Training Objectives 

OH 10 Well defined training objectives based on the needs of the target group are most useful tools. With the 
use of explicitly formulated objectives the content of any training programme can determined as the 
difference between existing knowledge and the goals set for the training. The terminal objectives 
should preferably be formulated in terms of actions, such as: "after the training the trainee shall be able 
to describe/compute/outline/explain ...". 

By setting up training objectives that are measurable a continuous evaluation of the trainees' progress 
is made possible together with evaluation of the training efficiency. 

Selection of Methodology 

There are a number of methods to disseminate knowledge, for instance: distributing printed material, 
carrying out traditional lectures, or developing pre-programmed material stored on computer disks. It 
may however not be very effective to distribute CD stored course material only and expect the 
receivers to learn much from it. 

Use of computers is often regarded as a means to increase efficiency, but this is a truth with 
modifications. Experiences of computer assisted learning show that the preparations have to be most 
careful and require large investments. 

OH 12 Each training method requires a certain amount of preparation and implementation efforts. When 

choosing method the division of efforts between the trainer and the trainees should be observed. The 
trainer can save himself a lot of job by only sending out collected material to be studied and expect the 
trainees to work hard by themselves to learn by self study only. In this case the knowledge 
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OH 13 


OH 14 


dissemination is probably not effective, as several trainees have to spend more time, and the transfer of 
knowledge may be limited. Alternatively, the trainer may engage himself in preparing explanations 
and adjusting the contents of the collected material to the needs of the readers, to make it more 
applicable to the trainees in question. In this case the efficiency is usually higher. 

Assumption: the participants in the Management of Hydro Power Development programme would 
expect to personally have to present their new knowledge by both written means and verbally. In this 
case they are recommended to tailor-make each presentation to the needs of the audience. Giving the 
same speech twice to different target groups works only if the groups have identical backgrounds and 
interests. That is seldom the case. 

Lecture Planning 

A most important factor is the time available for the lecturing. Many speakers say "unfortunately there 
is not time enough to cover this issue". That is not acceptable - a trainer has to adjust the information 
to be provided to the time available to him. The audience must not feel that the information is not 
complete because of bad planning. The contents and methodology has always to be adjusted to the 
time available. 

The time set for a session is important also for training efficiency. The longer the talk, the more 
difficult for the audience to maintain interest and the more difficult for the trainees to assimilate the 
knowledge presented. The very speaking time should be as short as possible - but a short time span 
requires more careful preparations. 

The effective lecturer utilises the available time as economic as possible. The first step is to make a 
plan of each lecture in which the contents is organised logically. Make a table of contents using 
headlines and keywords that define the different subject areas, and decide the sequence of 
presentation. 

The next step is to go into the details and define the time to use for each subject, based on the training 
objectives. All material that does not support reaching the goals must be taken away. Estimate the total 
time required to cover each subject area and adjust the contents. You may be forced to go back to the 
training objectives and make changes if the available lecture time is not long enough. 

The trainees may have questions or present objections consuming precious lecture time. Put yourself 
in the situation of the listeners and imagine what questions may come up. Try to find out as many 
objections as possible in advance and prepare answers. Have some spare in the lecture plan to use for 
unforeseen activities. 

Evaluation and Follow-up 

In order to develop an effective training process, results have to be assessed in light of the terminal 
training objectives. Any reasons why the objectives are not achieved are to be thoroughly examined. 

Evaluation is made on different levels of the training programme: 

Level I of evaluation answers the questions: "Are the participants happy with the course? Do they like 
the learning process and environment, teaching methods and programme content, the trainers and other 
trainees?" This feedback is useful for correcting methodology, contents and the learning environment. 
When carried out during the programme it permits for continuous corrections. 

Level II answers the question: "How well did the participants learn new knowledge and skills?" by 
comparing test results with measurable terminal objectives. At this stage it is too late to correct 
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programme design. However, the information will be useful for the next group of participants and for 
designing new programmes. 

Level HI deals with the question: "Are the new knowledge and skills used on the job". It helps to 
evaluate how realistic the terminal objectives were and assess the training effects. This activity is 
sometimes called a follow-up of training. 

Level IV, finally, deals with measurement of results of the individuals and/or their home organisation. 
It answers the question: "How did the training contribute to meeting job requirements and what was 
achieved in practice?" This is the most critical part of programme evaluation. It gives an overall 
assessment of the whole programme cycle of formulation of terminal objectives and programme 
design and implementation. 

Often it is difficult to discriminate between results obtained thanks to the training or to other 
interventions made. Difficulties are also caused by the time lag between learning on the one hand, and 
application of the new knowledge on the other. It may take some time to show whether all training 
provided was actually necessary and geared to results. 

Visual aids 

Management games, simulators, video tapes/dvd, models, interactive computer programmes, e- 
leaming etc. - there is a great number of teaching tools available to the modem trainer to help 
achieving a more activating kind of training. 

However, a line manager with responsibility to provide information and training as an integrated part 
of his duties usually has to stick to traditional training aids like written material and pictures, and use 
them as effectively as possible using his personality and imagination to achieve the desired results. 

OH 15 Visual aids are necessary support to any presentation. The following are most common: 

Overhead projector 

Its great advantages are the possibility to have the lights on, to flip around between pictures, to cover 
parts not yet presented, and to all the time be able to face the audience. Main risk is bad pictures. 

Digital projector 

Although expensive it is worth its cost. Greatest advantage is the simple and effective way to prepare 
presentations. Main risk is the many possibilities for technical problems. Furthermore, it is tempting to 
utilise too many of the functions available. 

Diapositives and film 

Advantage is the entertaining value, disadvantage that the light must be dimmed (less contact with 
audience). 

Flip-over pad 

Very useful, especially as a complement to other aids. No technical problems as long as the pencils are 
fresh. Risk is bad readability. 

Whiteboard 

Easy to use, as long as pencils are fresh. Use different colours and test the eraser. 
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Printed sheets 


Certainly printed material can be regarded as visual aids. The visual requirements on printed material 
are less stringent, however, and it should be used for supplementary and detailed information. It is 
preferable not to distribute printed sheets in advance unless the presentation is designed on the pre¬ 
condition that the trainees have studied the material 

Visual aids work best if they are colourful, nicely composed and lively. However, visual aids must 
never become purpose of its own. With the computer assisted possibilities available today it is very 
tempting to play around with animation and sound effects that soon will become a nuisance after the 
first stunning minutes. The important thing is the knowledge to remembered by the trainees, the 
pictures themselves are tools only to make the dissemination more effective. 

OH 16 There are some basic rules of thumb for using visual aids which can be summarized as follows: 

Readability 

The size of the audience must be considered when choosing type of visuals. All words on a picture 
must be readable to everyone. A simple mle of thumb is that text with 10 mm size on a overhead 
transparency is readable 10 meters away, 15 mm at 15 meters etc. Never use copies from printed pages 
as visual aids if you expect the audience to read them. 

Simplify as much as possible 

Do not put too much information on each picture. Efficient presentation is a matter of simplification - 
to shorten, to summarize, to concentrate. Use keywords or short sentences. Unused space on a visual is 
fully acceptable, don not try to fill every comer. Use simple symbols and colours, and avoid too many 
different fonts and colours on each visual ("the desk top disease"). 

Use pictures whenever possible 

For presenting information containing data, processes, complicated relations etc., use diagrams or 
other pictures rather than words or numbers. A picture says more than 1000 words. 

Supplementing written material 

Presentations often are supplemented with written information in which details are documented. Many 
speakers prefer to distribute such material after the verbal presentation, enabling the listeners to 
concentrate on understanding. Others provide the material in advance in order for the listeners to study 
before and to take notes during the presentation. It is up to the trainer to decide from case to case when 
to distribute the material. 

Switch off 

Avoid showing slides for too long a time, or when not topical. After a slide is used it should be taken 
away in order not to diverse the attention away from what is currently discussed. The projector should 
be turned of from time to time, a change that per se makes the listeners more alert. 

The screen 

Inexperienced speakers tend to look at the screen and even talk to it during the presentation. This gives 
an impression of insecurity and counteracts communication with the audience. Never look at the 
screen other than for a very short time. The speaker also must carefully choose were to stand in order 
to not block the view of the listeners. 
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PART II- IMPLEMENT A TION 
Contact with the Audience 

To communicate effectively with others requires all the time to be flexible and look for signs 
signalling if the messages have not fully been received and understood. This is seen for instance by 
listeners coming up with irrelevant comments or bringing up questions that already have been 
answered. 

The average speed of thinking is 400 words per minute, while the average speaker uses 100 - 150 
words per minute. Thus it easily happens that the audience's thoughts wander away towards something 
else than listening. To prevent this you have to stimulate their interest to absorb and memorize the 
information. 

Visual Impressions 

OH 18 A speaker's credibility and impression on listeners is made by three means: 

— the words spoken (what you say) 

— the voice (how it is said) 

— the visual impression 

The relative importance of each one is, according to an investigation: the words mean 7%, the voice 
38% and the visual impressions 55%. 

Inexperienced speakers tend to more emphasise what to say instead of how to say it. They may plan 
each word of the presentation but forget to prepare effective visual impressions. 

Eyesight is the sense dominating important human activities such as communication, learning and 
memorizing. This goes back to the organisation of the human brain. The left half handles concrete 
matters like logics, technology, words. The right half is activated by music, fantasy, creativity and 
pictures. Speaking activates the left half while listening mostly concerns the right. By the left part we 
register the words while the right half visualises the impressions and provide a holistic understanding 
of the knowledge. 

OH 19 Contact with audience 

Eye contact and activation 

One way to engage is by eye contacts with the listeners. A speaker reading a manuscript without 
looking up is boring - by looking at the audience the communication becomes alive. By looking at 
persons you show that you are interested in them. Without eye contact, no audience contact. 

When speaking it is not enough to quickly glance around above the listeners. Instead your eyes should 
rest 3-5 seconds on one listener, then change to another. Try to cover all listeners to make everyone 
feel you are talking just to him/her. 

Each speaker should recall the Chinese proverb: 

I hear -1 forget 
I see - I remember; 

I act -1 leam. 


Management of Hydro Power Development 2003 
Effective Dissemination of Knowledge 
Page 7 of 11 



In absence of special training equipment other activities can be initialised, like asking questions and 
starting discussions. Role playing and voluntary participation in practical demonstrations are other 
means to consider. 

The Beginning 

It is important to start a presentation in the right way. For catching the interest of listeners you have 
some minutes in the beginning of the lecture, and if you have not succeeded by then it is very difficult 
to come back afterwards. You have only one occasion to make a first impression. You have to make 
the listeners curious enough to decide to listen to what you will tell them. They judge you as person 
and make up their minds whether you have something to say and whether you is boring or not. Later 
on they tend to listen in such a way that they get their first impression confirmed. 

OH 20 The introduction should 

? catch the interest of the audience 
? create a positive contact between trainer and trainees 

One trick is to not start speaking too early. Looking upon the audience in a couple of seconds without 
saying anything always catches attention. When all are quiet and observant, the very first sentence 
should wake up their interest. Try to sell yourself and your lecture: 

? find a common factor between yourself and the audience 
? confirm you qualifications in the subject area 
? explain the value the listeners will get out of listening to you. 

A good option is to start by telling a story that creates some tension and expectation. You could also 
start with a question that activates the audience, for instance by raising their hands. The advantage is 
that the audience feels that they participate actively. 

Using an initial visual aid is another possibility. People all react on visual stimuli. To show something 
to people is the most easy way of catching their interest. 

Do not ever start with an excuse, or something that is not a positive experience to the audience. 

It is recommended to mention in the introduction how the time will be utilised, without promising too 
much (in case the time should turn out to be not enough). Emphasize that time limits will be kept. 

Carrying through 

Leading Discussions 

OH 21 With respect to good contact with the audience, nothing is as valuable as talking with the listeners. 

Talking to people is one thing, talking with them means carrying out short dialogues with individuals 
among the public. Often the dialogues are started through questions, either from the speaker or from 
the audience. 

Questioning is used to 

? increase audience contact 
? provide feedback from audience 

? activate thinking among listeners 

? enforce their memory 

? show that you are confident enough to handle them. 
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Many speakers are afraid of questions as they may not know the answer. However, questions are 
excellent for providing knowledge. It is important to plan and use questions as a teaching tool. 

Basically, there are two kinds of questions: those put by the speaker and those originating from the 
audience. 

Speaker Questions 

OH 22 Questions from the speaker to the audience are usable when the audience is not too big, say maximum 
35 persons. By the questions the speaker control and guide the thinking among the audience and forces 
the persons to engage themselves. Furthermore, by questioning the pace of the presentation is altered, 
making it more interesting. 

The questions should be prepared in advance together with the timing (could be shown in the lesson 
plan). 

As listeners remember best what is presented in connection with questions the most important 
information should be presented in connection with questioning. 

After having put the question the speaker can either wait until someone answers, or call for show of 
hands, or just point at someone. Voluntary answering is preferable, pointing should be used with care 
as some people may not appreciate it. 

To stimulate questioning the speaker has to always react positively to the answers, and avoid criticism. 
Show answerers that their contribution is appreciated. 

Listener's Questions 

OH 23 In industrial training questions from the audience are more common than in school/university 
education (where the teacher usually is the one asking questions). 

Generally it is preferable not arrange a question period at the end of a lecture, as that excludes the use 
of this excellent activation means during the lecture. It is better to encourage the listeners to ask 
questions at regular intervals, for instance by the speaker saying "before we proceed, does anyone 
have a question?". 

The more persons activated, the better. The trainer must never allow any trainee to dominate, therefore 
(if possible) limit the questions per listener. Avoid longer discussions with individual listeners. Short 
answers focusing on the most important information make it possible to handle more questions. 

A good rule is to repeat the question, possibly reformulated, making it heard by everyone and giving 
some time to think over the answer. When answering look at the one asking for some seconds only 
and at the rest of the audience most of the time. 

Sometimes one is asked questions that one cannot answer. If the speaker is confident that he knows the 
subject well a the answer "I don't know" is fully acceptable. Some speakers (like politicians) choose in 
this case to answer another question suiting them better. Others may forward the question to the other 
trainees or even return it to the questioner: "What do you think yourself?" 

In any case the trainer must maintain the leading role and not allow someone in the audience to take 
over. If a participant tends to give a lecture himself, do not hesitate to interrupt - the others will 
support this as they do not like someone taking the floor too long. An easy way out is to postpone an 
unexpected contribution until after the lecture. 
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To conclude, creating a dialogue between speaker and audience provides a feedback that does not exist 
when speaking to the audience only. Questions indicate if the listeners have understood the message, 
stimulate active thinking and make it more easy for them to memorize the new knowledge. 

Handling Stage Fright 

The heart is beating, the hands are sweaty. The mouth is dry and the knees shiver. Your thoughts are 
stuck when looking at the audience awaiting your presentation, full of expectations. Why? Nothing 
really dangerous can happen only because you stand up and talk for a while. But yet you are nervous 
and feel anxiety. 

In fact, speaking in front of an audience is what is on top of the list of what people are afraid of. 
Almost all have a feeling of tension when making a performance. This is natural and a consequence of 
our heritage since the days when man was living on hunting: heart beating and sweating increased 
when something unexpected occurred to make the body immediately prepared to fight or run away to 
survive. 

We imagine that a situation that could be a failure is dangerous and we get these physical reactions. 
Nowadays the reactions are no longer of use, but they are there and have to be accepted and handled. 
Stage fright is felt by everyone, professionals as well as inexperienced speakers. The important 
difference is that the experienced speaker recognises the feeling and knows how to handle it. 

It is essential to realise that basically the tension is common, natural and to some extent positive - its' 
aim is to help and protect us in difficult situations. Without it mankind would have been eliminated 
long ago, no-one would have cared to protect himself! 

Causes 

Now when we accept this physical tension as a fact, why is it there when facing an audience that is not 
physically dangerous? The answer is that we regard our performance in this situation as most 
important to our personality, our profession or social image, or other reasons, and failing in our 
performance would mean some kind of disaster. 

This thinking is not a natural reaction but a learnt-in behaviour since child age. Small children are not 
afraid of talking in whatever situation, but when grow ing up they learn that failing to fulfil the 
listeners expectations could be a dreadful, never forgotten experience. The social environment has 
created a fear of not being good enough. 

It does not help saying to oneself: don't be nervous. That may in fact cause a fear of becoming 
nervous. 

One relief is the fact that stage fright most often is less seen by the public than felt by the speaker. 
Should the tension be seen from the audience the listeners will feel uncomfortable - the listeners do 
not want the speaker to be nervous, they feel sorry for him. The audience is on the side of the speaker 
and want him to succeed in his presentation. 

Cures 

OH 24 Many think they have limited presentation capacity and put it into their head that they can not perform 
as a speaker as good as they would. In reality this is not true: everyone has the possibility to become a 
good speaker, and should always tell oneself that this is the case. Such mental preparations include 
seeing oneself, thinking about oneself, talking to oneself and putting up goals as a most interesting 
speaker to listen to. 
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Start the preparations well in advance, as the feeling of not having time enough for preparations 
creates anxiety. Design the presentation carefully, using basic training principles and tools. Exercise 
the presentation in advance, nothing is better for reducing stage fright than a feeling of being well 
prepared. Check practical details like the premises, equipment etc. 

Try and visualise the situation in advance by creating an image of the stage, of yourself as the speaker, 
of the audience and how it will react. 

Fright is often a problem the first minutes of a speech only. Therefore prepare the introduction most 
carefully and learn it by heart. Start with short sequences easy to speak loudly. 

It is of utmost importance to feel comfortable during the presentation. Standing up is preferable to 
sitting down as moving around releases tensions in the body. 

Losing the thread can be prevented by following a written plan with keywords or the time related 
lecture plan itself. However, having some ideas of how to come back after being stuck is comforting. 
Firstly, a pause here and there does not hurt. Secondly, the audience is always willing to support, so 
asking them for help to find the thread is one way out. This is also a good means of engaging the 
listeners. 

Mistakes do happen and their impact should never be exaggerated, everything does not have to be 
perfect. The important thing is that relevant information is disseminated and received, understood and 
remembered and that the terminal objectives are achieved. 

Finishing a Presentation 

Which phase of a presentation is the most important one? One could argue it is the final phase, as that 
is perhaps the one which will be remembered most easily. 

OH 24 At the end of a presentation the key issues should be summarised. As the interest tends to decrease 
towards the end of a presentation, long conclusions should be avoided. Recall the goals and to what 
extent they (seem to) have been fulfilled. 

Think of ways to make it simple to the audience to recall your messages. The listeners can for example 
be asked to write down the most important knowledge learned. 

In order to control the time used up, questions should not be postponed to the concluding phase. Thus 
make it clear already from the onset that there will be no time for questioning at the end. Do not spend 
more time than given and do not ask for excuses for time not being enough. Whatever you have not 
covered when time is out, just stop there. Nothing is ever so important to listeners that it justifies a 
time overrun. 

Finish in a way that enables the listeners to leave the class with a positive feeling. Round off and mark 
the end, for instance by thanking the listeners. Applause is an excellent final activity. 
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Training within Industry 

Characteristics: 

• paid by the company 

• focused (’’narrow”) 

• depending on company economy 

• better in larger companies 

• more training for those more educated 

• heterogenous 

Conclusion: Always tailor-make your programme 
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Behavioural psychology: 

knowledge composed by measurable units 

Holistic psychology: 

knowledge is a process of understanding 
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• Time available 


• Goals /U. 


• Subject areas \rO\ 


• Training Objectives y 


• Lecture plan J 


• Subject Details 1—-^ 


• Evaluation 
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Training Objectives 



Training (terminal) objectives reflect job-related 
training needs and resources available for training 
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Slower 


Training Objectives 


’’After the lecture the trainee shall 
be able to 

- describe... 

- outline .... 

- explain ... 

- carry out... 

- list the most important factors . 

- calculate ... 
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SwedPower 



• Define target group and 
formulate the objectives for 
your presentation of your 
Plan of Action 
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Training Methodology 


Type of 

Method 

Trainer’s 
Relative Efforts 

Trainee’s 
Relative Efforts 

Send out reading 
material A * 

Moderate 

High 

Give lecture _ ,, 

A 

Medium 

Medium 

Programmed 

teaching 

High 

Moderate 
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SwedPower 



Do not use more time than 
necessary to achieve the goals 


Step 

no 

Start 

at 

Length 

Min 

Contents 

Piet. 

no 

1 





2 





3 





4 






Carl F. Gnosspelius 




www.lillaparadiset.com 


Efficient Dissemination of Knowledge 


OH 13 


ADVANCED INTERNATIONAL MANAGEMENT PROGRAMME 


Slower 


EVALUATION 


DESIGN and RESOURCES 

I Do they like? 


TRAINING 

COURSE 




Did they learn? 


THE JOB 


Do they use? 




What is achieved? 


PERFORMANCE and RESULTS 


ASSESSMENTS 



Carl F. Gnosspelius 




www.lillaparadiset.com 


Efficient Dissemination of Knowledge 


Carl F. Gnosspelius, AB Lilia Paradiset 
www.lillaparadiset.com 


7 




















































Effective Dissemination of Knowledge 
11 and 26 November 2003 


ADVANCED INTERNATIONAL MANAGEMENT PROGRAMME 


SwedPower 



• Overhead slides 

• Digital slides (PowerPoint) 

• Diapositives, film 

• Flip-over pad 

• Whiteboard 

• Printed sheets 

• Others (video, magnetic bords, demo- 
objects, ...) 

Never make a visual to be a purpose 
of its own! 
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ADVANCED INTERNATIONAL MANAGEMENT PROGRAMME_Swedftwer 

Rules of Thumb 

• Think of the readability 

• Simplify as much as possible 

• Pictures rather than words or figures 

• Supplement with written material 

• Switch off from time to time 

• Don’t talk to the screen! 

• Don’t block the view! 
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Homework 


SwedPower 



Outline a lecture plan for your Individual 
Presentation of Plan of Action showing 
how you will utilise your 15 minutes 
Use Excel sheet with 5 columns: 

Step no, Start at, Length (min), Content, 
Picture no 

Send to carl@lillaparadiset.com 
latest on 24 november at 24:00 hours 
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ADVANCED INTERNATIONAL MANAGEMENT PROGRAMME_Swedftwer 

PRESENTATION TECHNIQUES 


• Impression and credibility is created by 

- what is said (the words) 

- how it is said (the voice) 

- the visual impression 


• Question: Relative importance of each (%)? 


• Correct answer: 

—/ 7 'T’E7/'\ 

words 7% 


voice 38% “ 

visual impression 55% 

W 
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Contact with Audience 


• visual (eye) contact 

- not too fast 

- cover all listeners 

• activate the listeners 

- learning by doing #1 

- put questions 

- encourage 
questioning 



SwedPower 
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ADVANCED INTERNATIONAL MANAGEMENT PROGRAMME SwedPower 

The 

• Cc 

• cr 

Que 


How to Begin 

1 introduction shall 

itch the interest of the audience 

eate a positive communication/contact 

istion: How to achieve this? 


For example, start with a 

- pause 

- picture 

- story 

- question 


i-N Never start with an excuse! 
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ADVANCED INTERNATIONAL MANAGEMENT PROGRAMME 


SwedPower 


Leading Discussions 


• Talk with the audience 

• Use questions to 

- increase audience contact 

- provide feedback from audience 

- activate thinking and thereby 

- enforce memory 

- show that you are confident enough to 
handle questions! 

Question: Two kinds of questions - 
which? 
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Slower 


Speaker’s Questions 


• audience size up to about 35 persons 

• plan and prepare, show in lesson plan 

• use for important information 


• after questioning 

- wait for answer, or 

- call for show of hands, or 

- point at listener 

• react positively on answers 
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SwedPower 


Listeners’ Questions 


• regular questioning intervals 

• have many listeners ask questions 

- few Q's/listener 

- short answers 

- no discussions with individual listener 

• repeat the question 

• answer to whole audience 

• you may not know the answer 

• be in charge 
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Handling Stage Fright 



• Mental preparations 

• Plan far in advance 

• Practical preparations 

• Visualise the situation 

• Introduction by heart 

• Move around 

• Plan for losing the thread 

• Don’t exaggerate mistakes 

• Practice often 


Slower 
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Finishing 

• Summarize key information 

• Recall the goals and fulfillment 

• Keep the time limit 

• Round off 

• Make listeners leave with positive 
attitudes 
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